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What is The Institute of Museum Services (IMS), an independent agency within the 
IMS? Executive Branch, was established by Act of Congress tn 1976 to encourage 


and assist museums in modernizing their methods and facilities so that they 
may be better able to conserve our cultural, historic, and scientific heritage: 
and to ease the financial burden borne by museums as a result of their 
increasing use by the public. 


IMS is the only Federal agency that provides general operating support for 
museums of all disciplines. For many museums, IMS is the only source of 
Federal support. The policies and programs of IMS are determined by the 
National Museum Services Board (NMSB), a Presidentially-appointed body 
of fifteen voting members. 


Visually or learning disabled people may obtain assistance in 

acquiring a cassette recording of this or any other IMS grant application and 
information booklet by writing or cc ‘ling: 

Institute of Museum Services 

1/00 Pennsylvania Avenue, NW 

Washington, DC 20506 


202) 606-8536 


TDD (jor hearing-impaired people ): (202) 606-8636 


Institute of Museum Services ¢ 1100 Pennsylvania Avenue, NWe Room 510 ¢ Washington, DC 20506 


Dear Colleague: 


After serious discussion and significant collaboration with the field and 
with great regard for the concerns of the museum Community, several 
changes have been made in this edition of the General Operating 
Support (GOS) guidelines. We hope that these modifications make 
the application both easier to complete and easier to review. These 
changes include a revision of the budget pages, an improved format 
that relaxes space restrictions for each question and some adjust- 
ments to address the concerns of non-collecting institutions. The pro- 
posed alterations were reviewed by museum professionals in all disci- 
plines and geographic regions. 


Since 1978, IMS General Operating Support has taken a substantial 
role in encouraging the best in museum practice. The grant provides 
national recognition for museums that have the highest approval of 
their peers. It is a stamp of achievement that sparks vital public pri- 
vate partnerships. The development of GOS has been fueled by the 
efforts of thousands of museum professionals who have contributed to 
the program, as applicants, reviewers and panelists. As a former 
museum director, | know how difficult it can be to raise funds for gen- 
eral operating expenses. As a former applicant and reviewer, | know 
that GOS provides the field with an unmatched opportunity to share 
information about high quality practices and programs. IMS General 
Operating Support encourages all of us to reach for excellence. 


At IMS we are proud of the open and on-going dialogue we have 
established with our constituents. We place a priority on being 
thoughtfully responsive so that we may continue to improve our ser- 
vice to you. Please continue to feel free to call us; we are happy to 
provide assistance and information. 


sincerely, 

: 4K, 
Dune yank 
Diane B. Frankel 
Director 


Important information!! 


e This application booklet is to be used in Fiscal Years 1995 and 1996. All institutions 
and individuals on the IMS mailing list that receive(d) this booklet in FY 95 will 
automatically receive another copy of it prior to the FY 96 application deadline. 


e In response to our applicants’ needs and requests, we have revised the GOS application 
form (Part 6). We have reformatted it, and reordered and rewritten some of the 
questions. Certain requirements have also changed. Read the entire booklet carefully 
before filling out your application form. 


For more information, call or write: 


Institute of Museum Services 
1100 Pennsylvania Avenue, NW 
Program Office-Room 609 
Washington, DC 20506 


(202) 606-8539 
TDD (for hearing impaired people): (202) 606-8636 


1995/1996 IMS General Operating Support Table of Contents 


Table of Contents 


Part 1 General Information 


te cnn be nia inganadinemeninbemnnnnnenennNne 1.13 
I i i anasiineiiieieet cinta ililiciliteinanehanbipanantainenamiiiaennennneininll 1.2— 4 
SII TITITITI x tinasiticicnnaiendennsinnndiniiabenianas uuneempenennemannmmemnmnipenigienbmniennnmaanenienenemnnetiitti ide 7 
Museums Within Multipurpose Organizations ..................ccscscsssesseesseceeeseeseeeereesenseenseeeseneeees 12-7 
en INITIO dnsnitsciccnnenancarentensehseundnnencenmnmetmannnaneiannaennnenetenninenenennntaney semumemannnniinhte 14_¢ 
IIIT TTT nsec daieniiaeinnsittidnmpnnnieinbinnntenneanniiibdianennineneneabaanednantennetnesenessuneanniittii 14-4 
Be IIIT TIT TITTLE 14s csnsstricsitenaniedcesrnetneiinnpennnnanbiginienbiannemnaniebeenuenbeninennnbecsinmenenmnmaniinnninit 1.5- ? 
Costs Allowed Only With Prior Approval . sennsunenesennnsenneiinmpnpueneameanennnnntigntaenventeanennndth ie 
ST Caen IIT SET UTTETUTTIIIT sion scacnsernennnineinnnnansniiienianhiebuninbanineensapennnaianninnnnecsnmnannanaditnibiat a0) / 
SEIT GENEID cousies:jiiitenssiicisieniinipncineniin inepcdencennasanemmntunaenimnennenntinennnnnnennenmepennnunaniie 16.4% 
Fe a 16% 
Payment, Accounting and Reporting Procedures. ...................:cscccsssssssssesessssseccssssscssssssssessseeeeees 1.6_¥ 
Be IDIIET CTI snsnnsicnepnsretenemsnnseseitideicniapbatnnnemennndtamnensennnipiaiiiiiiiunieenemmnrinenne nemmmeeenneennnetiint 16% 
FN ITTIIED? seterrscnstepenidnmnnenenenntiiteiiieeemnenenecnnnmennenmiiinannnnenrnnmasennnienemmemeennenantatits ‘s 
FS re ‘Ls, 
Se rr IIE, snnrcsenssssinnnonsniniioniasnnensenineatenieneesnanminenmmnemenanntie 1.7.9 


Part 2 Preparing the Application Package 


ey Ce I set eeernccrtsnnececcnnssncemnsnansenseneceneniensanineccumensetianemamesninntta 2.1- s 
Assurances/Certification of Authorizing Official ................:cccccccssssssesecesssseessessssessesessseseseneceeees 25. 
ern cerstrsneiinntnnndiciinndnnannennnnnmnanamantemnensnsnenniennnnninmnmnmmesnenmnntte 2.1 -/a~ 
race Shest & Financial Information Checklist ..................ccccscccssossscssosssssccssscssvocsssossssecscoseseesees oe on 
rE CII srerrnsresncsnnesnntnnenndenmnennnnistempmnnndinnmmmnnmnemnenetemmanennmmnanianitit ae 3 
SITET 101nsssenssespenemnnnsioannnenmpeneamsimmnmeneinnenenmnmmnenenemennieii 35. 77 
EE a 2.3/4 
Ee 2.4/5" 
I acetal ani cnerenaeinnineaatcaaaireeminneenadmneiene 2.4 45° 
IT arcs dr enrensnrineritaremmnesnnaiaintminnmnenassmunnbiemmmmmeniananel 2.5. “& 
Se ne CE GEE IIIT srrirnscenniennnoosesnonnnninnaennnetoneseansnensmammnennnesenmennenenaienitia 2.5 . /Y 
gE aT 2.5. /¥ 
Request for Waiver of Separate Audit Requirement (Form D) ..............:.ccccccccceeeeeeseeseeneeeeeeneeees 2.6/7 
Sn te rN IIIT... secon lnneiniansinmmabninennneaennoneenenibeemienntelie 2.6 «7 
se 26/7 


4} / 


Table of Contents 1995/1996 IMS General Operating Support 


Part 3 Completing the Financial Statements 


Te OT: 3.1~ 20 
LT | 
STE 1 A | 
Tere Raat Recently Compteted Fined V G000 ..w....ccccccccscecseccccsesescsccsssscnnnsoocssonssssocosssossssccnssso te hom AO 
EDGE UII citisnsinliiieentepiansennnccertiiansndinnaiintinanenscennecessetnnndinmndaitneiannbinitnneninninel aan 
Ey CANE CIID nsiisictnrriinnniansennncnnnnennnnnenienienrensescoonsnmnnnenmnemniemiemenuninnenannmn tay ane 

Revenue 
Ee EE 
TT ee | 
BD scirestsrrncrnniediteniinincinaneitiiananesennenensenetencennaennnsnnnnsennnennennncennnsinnnninsnnnemiaeninannaienennnents 34-23 

Perens C— Vii Fite CIID once cccccccccccccessscecnceccccccnsesccvessesonssnssonscssossscossssecsscsososo te F™™ Se 
Valuing Contributed Services .............cccccceeeeeeeeees nanendiatnsnsnmannenmananinngininenninieenenmeamnT ae 
Valeting Comtetuted BERIGIIEES .2222000.ccccececscseescsvccosescoorssrsosssccessoscesssoscscsonssesosssesesensosessecsssosesee Dian 
Valuing Contributed Rental Allowances..................c...s.scccccccsrssesrsssevessecscesssessossssccossssssesoes Dee =e AE 


Part 4 Completing the Application Narrative 


a oe IR cccceenencnncenncenenesnnsensetnnmensnnennsnanenmenmaninnanmeennenenamnnnenetnl 4.1 ~3| 

Gl We IIED sscncnepentnntiesctanianeniececntenensnsennnnonaniinmnennteenenneinemmnsoenisenamnnmnmnemnmamnneotntts 4.1__ 3; 

ES Fae CO FID ccecsccnscennsensvcncnsnasesnsssensenscanessonnsasansamennsenanianenemenssseanets 4.1_ 3; 
STITUTE iessartetn nranatatniaeennabnnnnatieenbinndnencsnmunnedamnnnstnbenmneimnnneanenintadinunaniinill 4.232 
Sar essesnseeiriien os bblidihanengn es aneneeemnneneanatemneen enim 4.232 

iis ATID consecinenneniuninibiiennsiitn itepemmannenieamtienmenennienenenenieniiaiennl 4.3 — 33 
SID ccernsnnsenensumniiseniennieenennmsnnriennnnnenndnennenennneenievaneennmnsnatimmenmenianannentid 4.4— 7 
Fre GROG accnensnsnmmamnn 4.5— 35 
STITT ccnsenicennieniasiantadbunionstanenteasennenendniieienennemiennineeeienimmnaianneieidl 4.5 ~35 

i, He EET ninsenemnenntennnnmsnmnnsnntnebontnsensenensensennentsianeamnenimnnnmamentennnsiunimmunamennamnenunietil 4.6 34 

os STII os rsssscesnrsnateeeenstedietiarianertine nama naneeenunanegunniannenmmenssmmmeneemnnmnuneatntmemnmenennbeenietl 48. 3% 

Fes PUREED CO UIDERERINU? GUNES GROUSE cccocceonsccnssncseresnsonscsnannnnctennnnnonsensnsesnensenenseconseeneetses 4.9_ 49 
Es FE sere esseonesennstenennnndinncianidentemmenmmamseanen menenmnenspennnnscenmmanmmnunannreunnnentnnnaneenennenetl 4.11 _4Y/ 
VIII. Governance and Management/Financial Management ..................cccccseeceeereeserseeeneeees 4.12 4 
BS > BREINER oncncssnsscsssense nennnensmsnennsnessesestansensesonenssossnenmensomesssennensnsenosossnsnenscenscseasoeossensscccssed ep ip am WE 
le TE icccninienniententnnmimnemmmmannnsnnnnmineneers.summmmninmenennmnie 4.15. 45 

Part S$ Sending the Application to IMS 

How to Assemble the Application Package .................:ccsssssssssssssssssssssssssessssssssssssssssesssessssssseseeses Del — 4 
Sending the Application Package ..............ssssssssseseseseseresessessssesesesssssrsesesnssnssssrssssssseesssesessss ee YY 
FERS GREBU OEY) 212010cecsqsesssscscosensesessesosseseossosonssconessosessosonsesosenoscesnssosossoosonosescsocscsoosscsecscsesseceesoe Nee an. SG 
EEE ERTEIVOEY .ncecerecceseeresocsssosonsessensensesecssonsosesooossoosssoosocsssosecsocssosoessesossosconoccocscsoccoccssscsccecsoesoo i anf S 
ee ne crcesscentnnccnmannemnemencsmmacsnsesmmnmmennenninenmnnmnumnnmnnnenn te ane 
Burden Estimate and Request for Public Comment ...........00:ssssccsscsssssscccsesessccsesccsscsssccesesssesssssee DoD mm OU 


[V 


1995/1996 IMS General Operating Support Table of Contents 


Part 6 Application Form 


a | . 43 
I 2_ SY 
I ia sinless eeneleiididiaamsadinaneialll [. a 
I sisnsnslleibdiliinl 5 - 477 
I a sleterieniaeniillll 7- $7 
Financial Statement Form C Valuing Non-Cash Contributions ..........0...........ccccccsesseseeseeeseeeeeeeeeees 9~ ZI 
aan ITT aera een semen pitied nnmenniainmatnnnninannminiiianails ll. 43 

STITT lisa diel e iiplinniian mancenmiecanienaeasinnnmannenilenin edihetdneesenemntntatintntiniintaniaiiaduns 12 _ Gy 
STITT scbticrisina than aniereinshienteniaiinannitenniebnndatbneiidenaiaiiinnlenina nae mnatnnaiininineennnennanadih I3 ~ 6S 

TITTIES nictctntsias soonmsenttiapeinaiiiicsnntsecmnannnnenaiatdndmeiinndamenineannniansanidaninsanadsetianeneasivaniinil 34_ KH 
Pe Gi IID CIID sercesincncnenercensnensamnvennsneenenenensncsninenanienssesionnnasemensnsanmmnssnstaneanesnsnennnnnnen an ite 
un TITTIES | 111hsscssynsaiensneinsnnnninnnebesieunibennbaniennnnenininasninindeannipntiedsincunediiintiil 37 — 89 
i aaah alae ine nnrenis sciatica ietaielll 39 _ 4 
FE 40 ~ 92. 
Request for Waiver of Separate Audit Requirement Form D ...0................::ccccccceessesesseeeesceseeeeees 41. 73 

Part 7 Index 


Inside Back Cover 
Application Tips 


1995/1996 IMS General Operating Support 


Part 1 


General Information 


1995/1996 IMS General Operating Support 


Table of Contents 
Part 1 General Information 
eI nsisnistisctpiscnnenennenmnscncnnastini sities Aasiiinnmnadncisencntiasiteiiiiietsilinl l.il-— 3 
Se ERED : écirsnietriesessenntnnmecennannmsscintnensennsnineseennscnrcscencemneenenitinitaiuipemeemneraneinamanmnnniitts 12-4 
ey  ererstesininnsannminentennniennnenatensnsennnneeniantinenasntnannennnennennmenatiammnamnannniatntih io « F 
Museums Within Multipurpose Organizations ...............:cscccseeeeseesesesesseseneseeeseeeeeeeeeeneesensees 12. ¥ 
Be Ce Oe GRID cncnccsocccsoccnensoecescnrcosecessennnonssennenuscesennensrsensnsantnensessnsennesncennnnnemnnannenenentannts 1L4—¥ 
I Ca cans erensnnesicnnsisntnccmnmmnannnninnmmnnintie 14 & 
I sancertcetncencrcnnneretenesnncninenmmnnnninnnmnmmenmneniodinneein Ban 2 
SD a Wee Fe CRIN ccccncccctnserevcsenesnsvmnesesasecesnesnmeccmncemonnnennesenensenetn 1.5. ) 
ee Gree NEED HER POUR TD GIR ccccnncecsesccorccccessccsssnnezensccescenensnenscennnenesascsqncceqnensneonaumsennesoneeste 15. 7 
TNIITTIINIIII snsssecsiannnensnnenapindedimureiieseonasimenmmemapelinieememenannantianieainnis 16. % 
I Ne encnnsnnnsmsenensesnnssenntemanssssocemqnscncntresmerscsecesoresennsennemnnananneimmnnenmnmmmnnmaammannnnatiies 16. 3 
Payment, Accounting and Reporting Procedures ...............::cscsceceessssssesessesessseseesseeeeeeseeseeesenes 1.6. % 
ROMIIID GE TRIOS conccsnecsecocssccenscocensnsssenenennsesnseesossovesentesoveneeensananee ceneenssensqnuensseqnensesseuanceenenens 1.6 3 
CT ID ccccsvensscersanssesscsscccsnssessnssersensssccsessenennoresncanssnanenensntosussccansenqesnasanensnsavasencnsneets 17~ 4 
ee A A cece 1.79 


TT TT TT 17.. 7 


1995/1996 IMS General Operating Support Guidelines 1. 


The IMS General Operating Support (GOS) program awards two-year 
unrestricted, competitive grants to museums for ongoing institutional 
activities. Grants are based on the overall strength and quality of the 
applicant as represented by its responses in the enclosed application. 


The goal of the GOS program is to distribute Federal funds equitably; that 
is, in proportion to the number of museums applying in each of the various 
categories. During one grant cycle, the percentage of museums awarded 
funds within a given discipline or budget size closely corresponds to the 
percentage of a// applications submitted by museums of that same disci- 
pline or budget size. 


Each museum is reviewed by peers on the basis of the application it 
submits for that year alone. No information from previous applications is 
considered in the current competition. Previously successful applications 
neither guarantee nor entitle an institution to ongoing funding; therefore, 
funds should never be budgeted in anticipation of aGOS award. 


If you receive a GOS grant this year, you need not and should not apply 
for another one for two more years (since the grant covers a two-year 
period). If you apply for but do not receive a grant this year, you may 
apply again next year. 


First-time applicants should note that the enclosed application form re- 
quires a considerable amount of time to complete. Prior to filling out the 
form, applicants must read the guidelines and instructions; collect needed 
data and information; and conduct an institutional self-evaluation. IMS 
recommends that a// applicants begin this lengthy process well in advance 
of the deadline for submission. 


You may contact the IMS Program Office to clarify any information 
contained in this booklet. Office hours are 8:00 a.m. to 6:00 p.m. (eastern 
time), Monday through Friday. 


Institute of Museum Services 
Program Office 

1100 Pennsylvania Avenue, NW 
Room 609 
Washington, DC 20506 

(202) 606-8539 


TDD (for hearing impaired people): (202) 606-8636 
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Who May Apply 


To be eligible for IMS support, your museum must: 


¢ be organized as a public or private nonprofit institution that exists 
on a permanent basis for essentially educational or aesthetic purposes; 
and 


© care for, and own or use tangible objects, whether animate or inanimate, 
and exhibit these objects on a regular basis through facilities which it 
owns or operates; and 


¢ have at least one professional staff member or the full-time equivalent, 
whether paid or unpaid, whose primary responsibility is the acquisition, 
care or exhibition to the public of objects owned or used by the museum; 
and 


* be open and providing museum services to the general public (an institu- 
tion which exhibits objects to wn public for at least 120 days a 
year fulfills this requirement); 


* be open and have provided museum services to the general 
public on a regular basis for at least two full years prior to the date of 
application to IMS; and 


© be located in one of the fifty States of the Union, the District of Colum- 
bia, the Commonwealth of rto Rico, Guam, American Samoa, the 
Virgin Islands, the Northern Mariana Islands, or the Trust Territory of 
the Pacific Islands. 


Each museum may submit only one GOS application during a given fiscal 
year. The following are among the types of museums that may apply: 


Aquariums Historic Houses/Sites 
Arboretums Natural History Museums 
Art Museums Nature Centers 

Botanical Gardens Planetariums 

Children’s/Y outh Museums Science/Technology Centers 
General Museums Specialized Museums 

(with two or more (limited to a single, distinct 
significant disciplines) subject) 

History Museums Zoological Parks 


Museums located within multipurpose public or private nonprofit organi- 
zations such as municipalities, universities, historical societies, founda- 
tions, and cultural centers may apply for IMS funds. To be eligible, a 
museum located within a multipurpose organization must function as a 
discrete unit within its parent organization. 
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in addition, the museum must: 


1) have at least one full-time professional staff member, or the equiva- 
lent, paid or unpaid, whose responsibilities are solely for the 
museum's services and operations; and 


2) have a fully segregated and itemized operating budget within that 
of its parent organization; and 

3) be able to separately and distinctly fulfill a// IMS eligibility and 
application requirements. 


Support, auxiliary, or parent organizations that apply on behalf of muse- 
ums which they own or operate or with which they are affiliated are not 
eligible to apply for IMS funds on their own behalf. The amount of the 
award is based solely on the museum's non-Federal operating income. 
Funds may be used for the museum's operations only: they may not be 
used for the operations of the larger organization. 


Information and financial data presented in the application should be only 
that of the eligible museum. Activities of the parent organization which 
are not directly related to the museum's operations should not be dis- 
cussed, as the award of GOS funds will be based solely on the quality of 
the museum's services. 


If two or more museums wish to apply that are under the control of one 
parent multipurpose organization, have shared administrative functions, or 
have overlapping governing or advisory boards, IMS requires that each 
applicant museum: 


1) have an independent governing or advisory body; and 


2) have a separate administrative head with full authority over the 
museum; and 


3) have a separately developed opecating budget within the larger 
budget of the perent organization; and 


4) be able to fulfill ail IMS eligibility and application requirements. 
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Who May Not 
Apply 


Prospectiv= applicants that cannot fulfill all four of these requirements 
should contact the IMS program office to discuss their eligibility prior to 


application. We may require additional supporting documentation from 
the applicant in order to determine the autonomy of the museum. Each 
eligible applicant within a single parent organization should clearly delin- 
eate its own programs and operations in the application narrative. 


A parent organization controlling multiple museums which are noi autono- 
mous but which are otherwise eligible may submit only one GOS applica- 
tion, which may be on behalf of one or more of the eligible museums. 


The following types of institutions are not eligible for IMS funds: 

¢ Institutions for which the display or use of objects is not a primary 
purpose; 

¢ Federally operated museums. 

Note: Institutions that received a Fiscal Year 1994 GOS grant may not 

apply for a Fiscal Year 1995 GOS grant. Institutions that receive(d) a 

Fiscal Year 1995 GOS grant may not apply for a Fiscal Year 1996 GOS 

grant. 


If the amount of the museum’s The maximum 

non-Federal operating income amount of the 

for the most recently completed award is: 

fiscal year is: 

Under $7,500 50% of the non-Federal 
Operating income 

Between $7,500 and $50,000 $7,500 

Between $50,000 and $750,000 15% of the non-Federal 
Operating income 

$750,000 and over $112,500 


Grantees will receive the total amount indicated above over a two-year 
period. They will not receive the total amount each year of the grant 
cycle. 


The Federal funding available to IMS for Fiscal Years 1995 and 1996 was 
undetermined when these guidelines were printed. A museum may request 
the maximum amount for which it is eligible according to the above chart. 
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Only With Prior 


GOS awards may be applied toward a variety of uses: 


* Accounting * Maintenance and repair 
* Audit services * Materials and supplies 
™) dgeting * Official travel 
* < -immunications * Payroll preparation 
¢ “ompensation for personnel * Personnel administration 
services (salaries, wages) * Procurement services 
¢ Employee fringe benefits * Rental of buildings, land and 
* Legal expenses equipment 
* Transportation 


The following costs are allowed, but require prior approval from IMS: 

¢ Public inforination services including: pamphlets, news releases and 
advertisements 

* Publication costs including: printing, distribution, promotion end mailing 

* Equipment having a useful life of more than twe (2) years and an 
acquisition cost of $5000 or more per unit 


An applicant that receives an award must contact IMS if additional costs 
requiring IMS approval were identified after the application was submit- 
ted. 


Note: To receive approval for any of the above items, you must complete 
Item “C” on the Grant Processing Information Sheet (Application Form 
page 37). 


Other expenditures are not allowable and cannot be supported with GOS 
funds: 


¢ Contributions to endowment funds 

* Acquisition of objects for the collection 

* Costs of social activities, ceremonies, and other entertainment 

* Pre-award costs (costs incurred prior to the effective date of the grant) 
* Construction 

* Renovation 


Applicable government-wide cost principles are listed in Section 
1186.10(a) of published IMS Regulations, available upon request. 
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No information regarding the status of an application will be released until 
all applications have been reviewed and all negotiations concluded. FY 95 
applicants will be notified of final decisions in August 1995; FY 96 
applicants will be notified in August 1996. An award is not official until 
the grantee receives the “Grant Award Notification.” 


The FY 95 grant period is October 1, 1995 through September 30, 1997; 
the FY 96 grant period is October |, 1996 through September 30, 1998. 
We will make no extensions of these periods. 


ETT SE BEE 
' Per : 
Bo es Rae 0 ea 


A Federal accounting office will send each grantee eight payments during 
the two-year grant period. Except in special cases, funds will be 
automatically sent in equal portions on a quarterly basis. 


IMS requires grantees to maintain a restricted account for funds received 
during the grant period. The museum does not need to maintain a separate 
bank account for IMS funds; however, the grantee must establish and 
maintain a separate accounting category within its internal accounting 
system to show that the GOS award has been used only for general operat- 
ing costs. This restricted accounting record must be adequate to satisfy 
normal auditing procedures. 


GOS grantees must file two reports upon completion of their grant: a 
final performance report and a final financial report. Failure to submit 
these required reports on time may jeopardize any pending or future IMS 
applications. 


GOS funds are intended to strengthen and improve the operations of the 
museum and, therefore, may not be used to replace other sources of 
support. Grantees must be able to demonstrate a continuing effort to 
maintain or increase their base of financial support during the years in 
which they receive an IMS award. 


A grantee may successfully demonstrate maintenance of effort if its non- 
Federal operating income during each year of the grant period is at least 
equal to its non-Federal operating income for the fiscal year immediately 
preceding the grant period. Grantees must submit evidence with their final 
performance report that they have fulfilled this requirement . 
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After IMS receives the applications, program staff check them for com- 
pletei:css and eligibility. Each application is then sent to four peer review- 
ers for their independent evaluations. IMS staff use two criteria to match 
applications with appropriate reviewers: |) the museum ’s budget size 
and 2) the museum's discipline (as entered on the application Face 
Sheet — page |, Item 10). Only those individuals whose professional 
experience corresponds to the applicant museum's type and size may 
review that application. For example, only professionals from small 
history museums review applications from other small history museums; 
only professionals from large art museums review applications from other 
large art museums. Each reviewer evaluates an average of twelve 
applications. 


IMS instructs reviewers to evaluate how well the museum uses its re- 
sources to meet its stated mission. Reviewers examine the degree to 
which the museum demonstrates knowledge of and adherence to generally 
accepted professional practices of museum operation. 


Reviewers provide scores and comments for each of the ten narrative 
sections. The seven possible scores range from leadership (7) to 
unsatisfactory (1). 


Reviewers return their evaluations to IMS. IMS staff read and evaluate all 
comments provided by the reviewers, looking specifically for statements 
that reveal a bias or departure from IMS policy. 


Problematic reviews are presented for resolution to a panel of museum 
professionals, convened in Washington, DC, which represents the full 
range of museum disciplines and budget categories. The panel also 
reviews the statistical distribution of the awards and makes general recom- 
mendations concerning the application and review process. 


Following the panel meeting, all applications are ranked according to final 
standardized scores. IMS standardizes scores to account for the differ- 
ences among reviewers’ interpretations of the scoring definitions. The 
final ranking reflects any adjustments resulting either from panel recom- 
mendations or from disregarding a reviewer's scores that statistically 
disagree with scores of the other three reviewers of a particular applica- 
tion. 


Following a determination by the National Museum Services Board that 
grants processing has been carried out according to established policy, the 
Director of IMS awards GOS funds to the highest ranking applicants in 
sequence until all appropriated funds are expended. 
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The following alphzhetical list contains all of the materials that comprise a 
General Operating Support grant application. Read the descriptions carefully to 
determine which ones you must submit. The page numbers in parentheses refer 
to the Application Form at the back of this booklet. Your application is subject to 
rejection if it is not complete when you submit it. 


Assurances/Certification of Authorizing Official (pages 39-40). 
Complete this section last. To be considered for a grant, your museum’s 
Authorizing Official must read the assurances and sign the accompanying 
certification statement. 


Your museum’s Authorizing Official may be the museum’s director, an 
executive member of the museum's governing body, the head of the 
sponsoring organization or the government official responsible for over- 
sight of your museum. 


Y our application is not complete unless it has been signed by your Autho- 
rizing Official. 


FY 95 applicants: If you have received at least one IMS General Operat- 
ing Support (GOS), Conservation Project Support (CP), or Special Project 
Support* (SP) grant, you must submit audited financial statements (state- 
ment of activity and balance sheet) of your museum's operations for either 
one of its two most recently completed fiscal years. If you have never 
received one of the above grants, you are not required to submit audited 
financial statements; however, we encourage all applicants to submit these 
statements if they are available. 


FY 96 applicants: Beginning in FY 1996, a// applicants must submit 
audited financial statements (statement of activity and balance sheet) of 
their museum's operations for either one of its two most recently com- 
pleted fiscal years. 


The audited financial statements must correspond to the fiscal year cov- 
ered in either Form A or Form B. 


All applicants must submit Forms A and B whether or not they submit 
audited financial statements. 


To be acceptable, your audited financial statements must include the 


auditor's opinion letter, the financial statements and the notes to the 
financial statements. 


*Special Project Support grants are no longer available from IMS 
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The auditor’s opinion letter must: 

¢ state that it was prepared in accordance with generally accepted auditing 
standards, and accordingly included such tests of the accounting records 
and such other auditing procedures as deemed necessary; and 


¢ certify that the financial statement of the museum presents fairly the 
financial position and the results of its financial operations and changes 
in fund balances in accordance with generally accepted accounting 
principles; or, that the financial statement presents fairly the assets and 
liabilities arising from cash transactions, the revenue collected and 
expenses paid during the year then ended, on the cash basis of account- 
ing; and 


* clearly indicate that it has been prepared by a Certified Public 
Accountant. [The opinion may be signed by a Registered Public Ac- 
countant only if (s)he is licensed to do so by the state in which (s)he 
practices. | 


Note: We cannot accept a financial statement which is a “review,” a 
“compilation,” or a “draft,” or which contains a disclaimer or an adverse 
opinion. 


Original Application Face Sheet (page |) and Financial Information 
Checklist (page 2). Provide answers to all questions. Abbreviate where 
necessary. 


Financial Statement Forms (Form A, pages 3-4 and Form B, pages 5-6 and 
7-8). All applicants must submit financial statements for the museum's 
two most recently completed fiscal years on the Financial Statement 
Forms provided. IMPORTANT! Y ou will find a new financial statement 
Form A in this year's application. You must use this form only for your 
most recently completed fiscal year. You may select either the old or new 
form for your second most recently completed fiscal year —the two ver- 
sions of Form B are included. Instructions for completing the Financial 
Statement Forms are in Part 3. 


If you enter a figure on Financial Statement Form A under "Total Value of 
Non-Cash Contributions,” you must submit the Valuing Non-Cash Contni- 
butions Form (Form C, page 9) explaining that entry. If you do not in- 
clude Form C, we will deduct any amount entered on Form A (as non-cash 
contributions) from your museum's total non-Federal operating income. 
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Grant Processing Grant Processing Information Sheet (page 37). Provide answers to all 
Information questions in sections A and B. Complete section C if applicable. GOS 
Sheet reviewers do not see the information on this page. 

Narrative Application Narrative (pages 13-34). Detailed guidelines for completing 


the Narrative are in Part 4. 


TYPE SIZE AND FONT 

The boxes below contain examples of type sizes and fonts that you may 
use on your application form. You may choose any one of these examples 
or any other type face that measures no more than six lines per vertical 
inch. Six lines (or fewer) must be ful/y contained within a one-inch box as 
in the examples below. (When measuring, place a one inch-box so that 
the top of it just brushes the top of your text. If you can fit more than six 
lines of text in the box, the type is too small.) 


Use a type face with standard spacing between letters and do not use a 
condensed type face such as Helvetica Narrow. Use the same type size and 
font throughout the entire application form. It is essential that your appli- 
cation form be legible so that reviewers can easily read the information 
you provide. 


12 pt. Times 
IMS is continually trying to make the application process as fair as 
possible for everyone. Some applicants use such small type when 
O.K.! _ filling out their application forms that reviewers can barely read 
the responses to the questions. The use of small or condensed 
type is unfair to the reviewers and to the other applicants who 


10 pt. Helvetica 
_IMS is continually trying to make the application process as fair as 
possible for everyone. Some applicants use such small type when filling 
O.K.! out their application forms that reviewers can barely read the responses 
to the questions. The use of small or condensed type is unfair to the 
reviewers and to the other applicants who cannot fit as much information 
_into the given amount of space. To increase your chances of receiving a 


The following boxes contain examples of type sizes and fonts that are 
difficult to read and, consequently, are not allowable. Note that each one 
measures seven lines per vertical inch. 
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FORMAT 

Leave a margin of at least 1/4 inch on all sides. You may use the allotted 
space any way you wish within each section (e.g., for section I. Audience, 
you may use all of mages 13 and 14 to answer the three Audience ques- 
tions). You may not attach additional pages for your narrative responses. 


You may reproduce the application form on a word processing system if 
you precisely follow the page layout of the original form; be particularly 
careful when numbering your narrative pages—make sure that you dupli- 
cate exactly the page numbers for each section (e.g., for section I. Audi- 
ence, number your pages 13 and 14). 


Applicants that do not not comply with the rules regarding type size, font 
and format may be penalized by having their final scores reduced, possi- 
bly resulting in disqualification for a GOS grant. If you have any ques- 
tions, call the IMS program office at (202) 606-8539. 


Proof of You must submit proof of nonprofit status which may be either: 
Nonprofit 
Status ¢ A copy of the IRS letter indicating your museum’s eligibility for non- 


profit status under the applicable provisions of the Internal Revenue 
Code of 1954, as amended; or 


¢ An official document identifying your museum as a unit of state or local 
government or other tax exempt multipurpose organization. If prepared 
specifically for this application, the certification must be on your parent 
organization's letterhead and certified by an official of your parent 
organization. 


Note: We will not accept a letter of sales tax exemption as proof of non- 
profit status. 
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Request for 
Deferral of Audit 
Requirement 


Request for 
Extension to 
Submit Audit 


You may attach one representative publication, such as an annual report or 
museum brochure, to your original application and to each of the four 
copies of your application (all five attachments must be identical). 


If you send more than the one permissible publication, IMS staff will 
arbitrarily select one to send out to review. We will not return additional 
attachments. 


You are eligible for a deferral of the audit requirement if your museum: 

¢ shows a non-Federal operating income under $250,000 for your most 
recently completed fiscal year (exclusive of non-cash contributions) on 
Financial Statement Form A; and 


* submits a justification for the deferral request with the application; this 
statement should be sent on your museum’s letterhead and addressed to 
the Director of IMS. 


If a grant is subsequently awarded, an audit will be required during the 
grant period. 


FY 95 applicants: An FY 95 applicant that has received only a Fiscal 
Year 1993 General Operating Support (GOS) and/or Fiscal Year 1994 
Conservation Project Support (CP) grant may request a time extension to 
submit the audit. 


If you received a GOS, CP and/or Special Project Support* (SP) grant in 
any year other than one of those mentioned above, you are not eligible for 
an extension. 


Your request must be made in writing to the Director of IMS at the time of 
application. The postmark deadline for submitting the audited financial 
statements is 

June 30, 1995 for FY 95 applicants 

June 28, 1996 for FY 96 applicants 


If you miss the deadline, we will reject your application. 


*Special Project Support grants are no longer available from IMS. 
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Request for Waiver of Separate Audit Requirement (Form D, page 41). 

You are eligible for a waiver cf the separate audit requirement if your 

museum: 

* is part of a larger, multipurpose organization such as a university, state, 
municipality, or foundation; and 

* does not receive audits separate from those of your parent organization. 


Applicants seeking a waiver must submit Form D, which certifies that the 

above conditions are true and that 

¢ at least one of the two required Financial Statement Forms has been 
drawn from and contains only audited figures of the larger organization 
(exclusive of non-cash contributions). 


The person who prepares the Financial Statement Form containing the 
audited financial information should sign Form D. 


We may request the audited financial statements of your parent organiza- 
tion if they are required to determine your institution’s eligibility. 


Statement of Purpose/Mission Statement (pages 11-12). You must submit 
a statement of purpose/mission statement which has been formally ap- 
proved by your museum's governing authority; reviewers use your state- 
ment to measure your museum’s performance as described in your narra- 
tive. The statement should accurately portray your museum’s purpose or 
mission. If the statement is too long to quote in full, you may quote from 
or summarize the statement. You must note the source, approving body 
and date of the official document (page 11). 


Valuing Non-Cash Contributions (Form C, page 9). Instructions for 
completing Form C are in Part 3, pages 3.7-3.9. 


Note: Form C is optional for FY 95 applicants. All FY 96 applicants must 
submit Form C. 
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Financial Statement Forms A and B present financial data for your 
museum ’s two most recently completed fiscal years. Both statements 
must be completed in full and submitted by the application deadline. You 
must submit the new version of Form A that we have included. You may 
submit either version of Form B (both the new Form B and the version 
used in prior years are provided). You may not submit any other financial 
statements in lieu of Forms A and B. 


Note: The time period covered by Forms A and B may be different from 
the time period discussed in the application narrative. 


If you are submitting audited financial statements, fully explain any 
deviations between the audit and the corresponding Financial Statement 
Form on a supplemental sheet (or in the space provided at the bottom of 
alternate Form B). 


A complete Financial Statement Form includes the statement of revenue 
(earned income), support (contributed income) and expenses, and changes 
in fund balance. 


Enter information for your museum's most recently completed fiscal year 
on Form A and for the second most recently completed fiscal year on 
Form B. 


On the new Forms A and B, enter all revenues and expenses relating to 
your operating fund (restricted and non-restricted) in the first column. 
Enter all revenues and expenses relating to your endowment fund 
(restricted and non-restricted) in the second column. Enter a!l revenues 
and expenses relating to your capital fund (restricted and non-restricted) in 
the third column. Enter the total operating, endowment and capital 
activity for each item in the final column (Total). 


If you choose to use alternate (old) Form B, enter all revenues, support 
and expenses relating to your general operations in Column A (Operating). 
Enter revenues, support and expenses relating to building or plant funds, 
purchase, endowment or other non-operating accounts in Column B (Non- 
operating). Enter the total operating and non-operating activity for each 
item in Column C (Total). 


Capital Funds (also known as Plant Funds) 
Capital funds include the museum's fixed assets such as land, buildings, 
grounds, furniture, machinery, \ehicles and equipment. 
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Line Items 


Income! 
Revenue 


al 


Endowment Funds 
Endowment funds are those amounts received from a donor with a 


stipulation that the gift be maintained intact for a specified length of time. 
Only the income from that investment may be used by the museum, either 
for unrestricted purposes or for purposes designated by the donor. 


Non-operating Funds 

Non-operating funds relate to functions such as capital improvements, 
major renovation, endowment, long-term invest’~ nt, fixed assets and 
purchase of objects for the collection. 


Operating Funds 

Operating funds are used for ongoing museum operations such as 
exhibition, education, conservation, collections management, research, 
training, development and administration. (For examples, see “How GOS 
Funds May Be Used” on page 1.5.) Include restricted contributions that 
are specifically designated for ongoing museum operations as operating 
funds. 


Line items from (new) Forms A and B and alternate (old) Form B have 
been consolidated below. Fill in all lines, as appropriate, using the follow- 
ing instructions. (// you are using alternate Form B, look for special 
instructions in italics.) 


Admissions: General and special exhibition admissions. (Any admission 
income that is remitted to your parent organization which then allocates 
the income entirely or in part for your museum's operations should be 
included here or under Parent Organization Support but should not be 
included in both lines.) 


Membership: All membership fees. 


Enrollment fees/Education programs: Tuition and fees from classes, 
training workshops and other educational programs. 


Museum store (gross): Revenues from operations of museum gift shop. 


Food service (gross): Revenues from operations of museum restaurant or 
food service. 


Publications, reproduction rights, royalties: Earned income from sales of 
publications and reproduction nghts; royalties earned on museum publica- 
tions. 
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Contributed 
Income! 
Support 


Special events: Income from other special activities including perfor- 
mances, lectures, films, etc. 


Special exhibition fees: Income generated from temporary, special exhibi- 
tions. 


Investment income: Profits realized on the sale of securities and/or assets. 
Alternate (old) Form B—Income derived from entries in Column A (Oper- 
ating) should be used solely for general operations. Income used for the 
purchase of objects for the collection or other restricted purposes such as 
endowment, capital funds, and so on, should appear in Column B (Non- 
operating). 


Interest and dividends: Income in the form of dividends and/or interest 
generated by your museum’s investments (including transfers from en- 
dowment income). 

Rental: Income from rental of museum facilities, equipment, etc. 


Auxiliary activities: Revenues from benefits or other auxiliary activities. 


Miscellaneous/Other: All other sources of revenue not derived from 
contributions, grants and parent organization support. Specify the sources. 


Total earned income (alternate Form B—Total revenues) : Total of all 
items listed above. 


Federal grants (including IMS): Federal grants including al/ IMS grant 
programs. 


Individual contributions: Individual contributions (other than those entered 
above). 


Foundation grants: Private foundation contributions and grants. 
Corporate grants: Corporate and business contributic is and grants (cash 
contributions only). Do not include items listed under “Total Value of 


Non-Cash Contnbutions” (alternate Form B—line 18). 


State support: State support, including Federal funds administered by 
states. 


Local support: Local support, including Federal funds administered by 
localities. 
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Parent organization support: Parent or sponsoring organization support, 
including cash payments made directly to your museum and cash pay- 
ments made to the producers of goods or services provided to your mu- 
seum without cost. Indirect cost allocations for museums should be 
entered here; for example, maintenance, utilities, or services provided by 
your parent organization. Parent or sponsoring organization support 
included in this amount should not also be included under “Total Value of 
Non-Cash Contributions” (al‘ernate Form B—line 18). 


Other non-Federal support: Other non-Federal sources of support. Specify 
the sources. 


Total contributed income (alternate Form B—Subtotal of all support): 
Sums of all contributed income. 


Total earned and contributed income: Sums of total earned income plus 
total contributed income. 


Total value of non-cash contributions: Fill in amount from bottom line of 
Form C (page 9). Note: This optional evtry is for the operating column 
only. 


Subtotal: Sums of total earned income plus total contributed income plus 
total value of non-cash contributions. 


Total Federal grants: Copy the amount of Federal grants (including IMS) 
under Contributed Income (alternate Form B—Support) above 


Total non-Federal operating income: Remainder after subtracting total 
Federal grants from subtotal. Enter the amount on Form A in item 19 of 
the application Face Sheet. Enter the amount on Form B in item 20 of the 
application Face Sheet. 


Salaries and Wages: Salaries and wages paid to employees of your 
museum. 


Benefits: Benefits paid to employees of your museum, including health 
insurance, etc. 


Rent/Mortgage: Expenditures for rent/mortgage for museum space. 


Maintenance: Maintenance fees for utilities (electricity, water, gas, etc.), 
janitorial services, buildings and grounds, and exhibitions. 
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Insurance: Insurance premiums for your collections/exhibitions and 
liability coverage. 


Museum store: Expenses associated with the operations of your museum 
gift shop. 


Food service: Expenses associated with the operations of your restaurant 
or food service. 


Contractual: Expenses for any services provided to the museum that are 
not performed by staff. 


Professional development: Expenses associated with staff training and 
education. 


Travel: Travel and lodging expenses associated with museum activities. 


Printing and publication: Expenditures for museum-related publications 
and other printed materials. 


Telephone/Communication: Telephone, fax machine, on-line time-sharing, 
and other related costs for museum operations. 


Postage: Postage and shipping costs associated with museum activities. 


Interest (alternate Form B only): Interest expense for loans associated 
with museum expenditures. 


Depreciation (alternate Form B only): Depreciation on fixed assets (if 
applicable). 


Fundraising/development: Expenses associated with fundraising activities 
to benefit the museum. 


Marketing: Costs related to marketing and advertising used to promote the 
museum or the sale of museum products, services or activities. 


Supplies: Expenditures for materials and supplies necessary for the day-to- 
day operations of your museum. 


Equipment: Expenditures for equipment necessary for the day-to-day 
operations of your museum. 


Other: Any expenses not listed above. Specify. 
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Subtotal expenses: Total of all items listed above. 


Excess (deficiency) of revenue: Excess or deficiency of earned and con- 
tributed income (alternate Form B— Revenue) over expenses. 


Transfers: Fund balances moved from one fund to another, usually as a 
result of an intended change in the use of assets. 


Fund balance, beginning of year: Fund Balance at the start of the fiscal 
year. 


Fund balance, end of year: Fund Balance at the end of the fiscal year. 
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IMS recognizes the significant contribution of volunteers and of other 
non-cash community support in providing museum services. You may 
increase the size of your potential award by completing Form C (Valuing 

Non-Cash Contributions) on Application Form page 9. You may add the 

total value of contributions listed on Form C to your non-Federal operat- 

ing income. 


« ERGs 
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If you are applying in FY 5, Form C is optional. However, FY 95 
applicants that include an amount on Financial Statement Form A under 
"Value of Non-Cash Contributions" must itemize those contributions on 
Form C. Beginning in FY 96, all applicants must submit Form C. 


All Form C items should be described in application narrative section IX. 
Support (see page 4.14). If you enter an amount under "Value of Non- 
Cash Contributions" on Form B (either version), you do not need to fill 
out an additional Form C. 


The values of contributed services, materials, and rental allowances 
included in Form C are subject to verification and negotiation. You 
should, therefore, retain documentation for the value of your non-cash 
contributions. 


Following are instructions for completing Form C: 


1. Provide information only for your museum’s most recently com- 
pleted fiscal year. 


2. Values for contributed services, materials, and rental allowances 
should be calculated separately. 


3. As with all amounts entered in Column | (Operating) of the Finan- 
cial Statement Forms, values of contributed services, materials, and 
rental allowances may be included only if they relate to your 
museum's operating budget. For example: contributed services or 
materials relating to construction or renovation may not be included; 
a one-time contribution of real property which would later be consid- 
ered a fixed asset may not be included. Contributions to collections 
may not be included. 


4. Do not include in any category on this form any amounts included 


under “Parent Organization Support,” of Financial Statement 
Form A. 


AG 
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Valuing 
Contributed 
Services 


5. Provide all information requested to indicate the means by which the 
values of contributed services have been determined. 


In the parentheses on each line, indicate the number of individuals 
contributing that service. 


Contributed services should be valued when 


e the services are an essential part of the organization’s activities 
which, if not handled by volunteers (including unpaid docents), 
would be handled by paid staff if funds were available; and 


e there is an objective basis for valuing these services. 


One way to judge whether a volunteer meets the first criterion is to ask if 
the museum would hire and pay staff for the same services if funds were 
available. If the answer is “yes,” those services should be valued at rates 
consistent with what is ordinarily paid for similar work within the 
applicant’s organization. Services should not be valued at the rate of the 
volunteer's regular employment, but at the rate at which the museum 
would pay for those services if funds were available. If another employer 
furnishes the services of an employee, those services should be valued at 
the employee's regular rate of pay. 


‘Examples: 

Volunteer docents (3) 120hoursx$ 4.00 perhour = $ 480 
Preservation Architect (1) 16 hours x $18.75 per hour = $300 
Machinery repair (2) 100 hours x $10.00 perhour = $1000 
‘Audit (1) Standard fee ' = $2500 


t 
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The time spent by board members in the normal fulfillment of board | 
services may not be included as a contribution to the museum’s operating 

budget. A board member’s time may be included if the contributed ser- 

vice is separate from the normal fulfillment of board service and is spent 

on activities which would be handled by paid staff or consultants if funds 

were available. 


6. Provide all information requested to indicate how the value of 
contributed materials was determined. 


Materials donated for the museum’s operations should be valued at their 
fair market value on the date of receipt if they are significant in amount 
and if there is a reasonable basis for valuation. Artifacts or objects do- 
nated to the museum collections should not be included. 
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Valued at cost of used office equipment $1,500 
ive pri $2,000 


7. Provide all information requested to indicate how the value of 
contributed rental allowances was determined. 


Rental allowances for use of space and equipment should be valued at fair 
market value for the locality. 


Truck rentals Quotes from dealers $ 500 


8. Enter the total value of non-cash contributions on Financial 


Statement Form A (Application Form page 3) for the most recently 
completed fiscal year. 
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Each applicant must include a statement of purpose or mission statement 
(Application Form page 11). A statement of purpose identifies the goals 
toward which museum operations and programs are directed. You should 
provide a brief history of the museum (Application Form page 12) to place 
the statement of purpose in a meaningful context. Reviewers do not score 
or evaluate the statement of purpose itself; instead, they use it to measure 
how well the narrative responses relate to your institution's overall mis- 
sion or goals. (See page 2.6 for more information on the statement of 


purpose. ) 


The narrative questions are arranged so that you present orderly descrip- 
tions of your museum’s operations. Sections | through IV ask for infor- 
mation about audience and collections/exhibitions and their care and 
management. Note: You will find separate questions for non-collecting 
institutions (see pages 4.3 and 4.6-4.7). In sections V through VII, you 
describe your educational programs, physical facilities, safety and security 
and staff. The last three sections, VIII through X, address your museum’s 
governance, management, support and long-range plan. 


Include all of the information requested. If the requested information is 
not applicable, explain why it is not. 


Pages 4.2 to 4.15 describe the types of information that should be included 
in the narrative responses. Include other pertinent information as appro- 


priate. 


You should respond to the narrative questions with comprehensive de- 
scriptions of the museum. Reviewers look for evidence that museum staff 
1) have knowledge of and adhere to generally accepted professional 
practices of museum operations; and 2) make the best possible use of 
available resources. 


Competitive applications include complete, specific information. Review- 
ers must be able to clearly perceive the quality of the museum and the full 
range of its operations and services. Jargon and unsupported generaliza- 
tions weaken the application. 


GOS reviewers base their evaluations only on the information provided in 
the application—they are prohibited from using prior knowledge of your 
institution. Therefore, you should never rely on your museum’s reputa- 
tion; you must prove the high quality of its operations and services by 
your responses to the narrative questions. 


Note: Additional application tips are on the inside back cover. 
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The following guidelines outline the types of information that you should 
include. Related topics should be described when pertinent. Before typing 
your final responses, read the information concerning type size, font and 
format on pages 2.3-2.4. 


Responses should describe the museum’s operations up to the date of 


application. 
ae 1. Who is the museum's audience? 
Relate your 
responses to the Discuss the museum's 
museum’s state- * geographic area and demographics 
ment of purpose. * success in reaching a broad and diverse audience 
¢ methods used to make facilities and services available to the general 
public and specialized audiences 


* attempts to expand the audience 
* media outreach and publicity 
¢ accessibility for people with disabilities and other underserved groups 


2. What is the museum's schedule for public visitation and other 
activities? 


Consider 

* specific times, days and months that the museum is open 

¢ schedules for other museum services and activities 

¢ why the schedules are appropriate to the audiences and activities 


3. What are the levels of public participation in the services the museum 
provides? 


Consider 

* the number of participants in each type of educational and interpretive 
activity for the last two years (e.g., number of students enrolled in 
classes or attendance at special events) 

* why the museum's attendance is appropriate to its audiences or activities 

* an explanation of significant fluctuations in attendance 


Note: In the spaces provided, give specific figures for museum attendance 
by calendar quarter and for total annual visitation for the last two years. 
Indicate how figures are calculated. 
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If you can answer "no" to the following two questions, your institution is 
non-collecting for purposes of the GOS grant application and you should 
not complete this section. 


¢ Does the museum have the responsibility for permanent or on-going 
care of objects? 

¢ Does the museum's staiement of purpose indicate that the museum will 
form collections to carry out its activities? 


If you answered "yes" to either of the preceding questions, you must 
complete this section. 


1. What are the museum's collections? 


Consider 

¢ how the collections support the museum's statement of purpose 
* the size and kind of collections the museum owns or uses 

* specific numbers and categories of collections 


2. What is the significance of the collections to the museum's community 
and constituents? 


Consider 

* how the collections were formed 

* how the collections relate to the interests, history or cultural heritage of 
the community 

¢ how the collections relate to any specialized audiences 

* any changes in the significance of the collections for the community 
resulting from changes in the community 


2Y 


4.4 Completing the Application Narrative 1995/1996 IMS General Operating Support 


Itl. Exhibitions 


1. What is the museum's exhibition philosophy? 


Consider 

¢ the museum's philosophy for the use, development and design of 
exhibitions 

¢ how characteristics of the museum's audiences influence exhibition 
topics and design 


2. What are the museum's exhibitions? 


Consider 

¢ in-house exhibitions (permanent, temporary and long-term ) 

¢ borrowed and traveling exhibitions 

* types of formats (e.g. period room, diorama, encased, living, interactive) 

« schedule and number of exhibitions annually 

¢ how the museum ensures that exhibits are well maintained and in 
working order 


3. How are exhibitions developed and evaluated? 


Consider 

* decision-making processes for choosing exhibition topics 

* involvement of staff, consultants. advisory groups or other participants 
in decision making 

* frequency, purpose, outcome and follow-up of formal and informal 
exhibition planning meetings 

¢ development, design and evaluation of in- house exhibitions (permanent, 
temporary and long-term) 

* borrowed and traveling exhibitions 

¢ methods used to evaluate exhibitions 

* how evaluation results are used 


4. What are the museum's interpretation techniques? 


Consider 

* how printed materials (e.g., labels, guides), electronic devices (e.g., 
audio-visuals, computers) and interpreters (e.g., docents, guides) convey 
the exhibition message 

* how other interpretive techniques are integrated into the exhibition 

* how audiences with special needs are accommodated 
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A. Collections 


Complete section IV. A. only if you are a collecting institution and 
answered section II. Collections. 


1. What are the museum's policies and practices for the responsible 
management of collections ? 


Consider 

* how the museum formulates collections policy and the museum's 
success in implementing its policy 

¢ how the museum ensures the accuracy and completeness of collections 
records 

* how the museum ensures the safety and security of collections records 

* how the museum ensures that acquisition and disposal of collections best 
serves the museum's purpose 


2. How are the collections used? 


Consider 

* the percentage of the collections available for exhibition, research, 
education, loan, etc. 

* the extent of use of the collections for those activities 

* any special considerations used to determine the availability of the 
collections 

* what portion of the collections are on exhibit at any one time and what 
rotation schedules are maintained 


3. What are the museum's practices for the care and conservation of 
collections ? 


Consider 

* conservation surveys/assessments 

* long-range conservation plans and priorities 

* maintenance of appropriate environmental conditions 

* care and conservation of objects on exhibit and in storage 

* preservation of historic structures 

* examination and treatment of collections (Discuss disaster preparedness 
plans in section VI. Physical Facilities/Safety and Security.) 
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Relate your 


responses to the 
museum’s state- 


ment of purpose. 


4. What is the extent, purpose and use of research by staff, visitors and 
scholars? 


Consider 

¢ a description of any research facilities 

¢ the relevance of research conducted by museum staff and museum 
constituents to the museum's purpose 

¢ how research is incorporated into other museum services such as exhibi 
tion, education, cataloguing and publication 

¢ how research findings are disseminated to the public or to specialized 
audiences 


B. Exhibits 


Complete section IV. B. only if you are a non-collecting institution and 
did not answer section II. Collections. 


1. What are the museum's practices for the responsible management of its 
exhibits? 


Consider 

¢ how the museum ensures that exhibits best serve the museum’s purpose 

¢ how the museum formulates appropriate exhibit management policies 
and the museum’s success in implementing its policies 

* how the museum ensures the accuracy of exhibits 

¢ how the museum ensures the safety and security of exhibits (Discuss 
disaster preparedness plans in section VI. Physical Facilities/Safety and 
Security.) ’ 

¢ the museum’s policies for lending or selling exhibits 


2. What is the significance of the exhibits to the museum's community 
and constituents? 


Consider 

* how the exhibits relate to the interests, history or cultural heritage of 
the community 

* how the exhibits relate to any specialized audiences 

¢ any changes in the significance of the exhibits for the community 
resulting from changes in the community 
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4. What are the museum's practices for the care of its exhibits (and 
any objects used in those exhibits )? 


Consider 

¢ what portion of the exhibits are on view at any one time and what 
rotation schedules are maintained 

¢ the museum’s procedures for handling broken exhibits 

¢ how the museum provides adequate storage for exhibits/components 

¢ how objects used in exhibits are safeguarded 


5. What is the extent, purpose and use of research by staff, visitors and 
scholars? 


Consider 

e the relevance of research conducted by museum staff and museum 
constituents to the museum's purpose 

¢ how research is incorporated into other museum services such as 
education and publication 

¢ how research findings are disseminated and to whom 

* a description of any research facilities 
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V. Education 


Relate your 

responses to the 
museum’s state- 
ment of purpose. 


1. What is the museum’s education philosophy? 


Consider 

¢ the museum's philosophy for the use, development and design of 
educational programs 

¢ how characteristics of the museum's audiences influence education 
programs 


2. What are the museum's educational programs? 


Consider 

e the range and types of educational programs and materials 

* ongoing, short-term and specialized programs 

¢ in-house and outreach educational programs 

¢ collaboration with museums and other organizations to provide 
programs or services 

¢ educational programs for the general public 


3. How are educational programs developed and evaluated? 


Consider 

¢ the museum's process for developing educational programs 

¢ how needs and interests of the museum's audience are accommodated in 
the development of programs 

¢ methods used to evaluate educational programs 

¢ how evaluation results are used 
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VI. 
Physical 
Facilities/ 
Safety and 
Security 


Relate your 


responses to the 
museum’s state- 


ment of purpose. 


1. How does the museum use its physical resources in providing museum 
services to the general public and specialized audiences? 


Consider 

¢ a description of the physical facilities the museum owns or uses 

¢ the total space available for museum operations in square footage or 
acreage (as appropriate) 

¢ percentages (actual or approximate) of space allocations for each 
museum program or function [include the building(s) or parts of 
building(s), site(s), structure(s), and grounds] 

¢ the museum's rationale for the allocation of its physical resources to 
various museum operations 

° a description of auxiliary and support facilities such as libraries, 
gift shops, food service, auditoriums and vehicles (include adaptive and 
multifunctional uses) 


2. What practices and schedules does the museum follow to ensure the 
proper care and maintenance of its physical plant? 


Consider 

¢ how general housekeeping practices are applied to public and private 
spaces of the museum 

¢ how facility maintenance and repair schedules ensure the least disruption 
of public services and deter emergency situations 

* appropriateness and supervision of personnel responsible for upkeep and 
maintenance 


3. How does the museum ensure the safety of its staff, visitors, facilities 
and collections? 


Consider 

¢ the museum’s emergency/disaster preparedness policies and its success 
in implementing the policies 

* practices for staff training in dealing with emergencies and disasters 

¢ how emergency plans coordinate employee and visitor safety with 
facility and collection safety 

* how mechanical and electronic devices are used to enhance safety 


39 
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4. How secure is the museum? 


Consider 

e how the museum ensures a safe working environment for staff 

¢ how the responsibilities of internal and external security and emergency 
personnel are coordinated 

e how mechanical and electronic devices are used to enhance security 

¢ how the museum identifies and protects areas of restricted access 
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VII. Staff 


Relate your 
responses to the 
museum’s state- 
ment of purpose. 


|. What are the qualifications, responsibilities and professional activities 
of the museum's permanent, professional staff? 


Consider 

¢ the composition, number, titles, and qualifications of the museum's paid 
and unpaid professional, permanent staff in relation to their roles within 
the museum 

¢ staff involvement in community activities as representatives of the 
museum 

¢ staff involvement with local, regional, and national professional 
associations 


2. What opportunities does the museum provide for staff development and 
to what extent has the museum's staff participated ? 


Consider 

* the level of participation in staff development activities 

* participation in lectures, seminars and courses 

* participation in fellowships, sabbaticals, mentor relationships or related 
activities 


3. What personnel policies and practices does the museum follow? 


Consider 

* a description of recruitment, hiring and termination pu :< . 

* how compensation and benefits are appropriate 

¢ how staff performance is monitored, evaluated and rewarded 


4. How does the museum select, recruit, train and use supplementary 


staff? 


Consider 

* the museum’s success in recruiting, training and employing 
supplementary staff to enhance its services 

* how the museum uses the services of volunteers, consultants, guest 
curators, interns and others 


Y/ 
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Vill. 
Governance and 


1. What is the museum's governing authority? 


Consider 

* a description of the structure of the museum’s governing authority 

* a description of the selection, term of service and orientation for 
members of the governing authority 

¢ how the composition and qualifications of the museum's governing 
authority enhance the museum’s effectiveness 

* activities of the museum's governing authority in relation to museum 
operations and in relation to the community 

* the roles of board members, advisory committees and officials of parent 
organizations, umbrella organizations or auxiliary components, and the 
relationship of each in the overall governance of the museum 


2. What is the museum's management structure? 


Consider 

* the administrative relationship between the museum director and the 
governing authority 

* the administrative relationship between the director and the museum 
staff 

the rationale for and effectiveness of the museum's internal 
administrative structure 

¢ how the administrative structure relates to auxiliary components of the 
museum's organization 


Note: You must include an organizational chart as an additional page 
(Application Form page 34). 


3. What is the museum's financial condition? 


Consider 

¢ a description of the museum's financial condition as reflected in its 
financial statements 

* an explanation of any deficits or excesses of operating revenues over 
operating expenditures and plans to manage the deficits or excesses 


Note: In the spaces provided, show deficits or excesses of operating 
revenues for the last five years. (Fill in the last five years for which 
figures are available. If the museum uses O-based accounting, use zeros 
as appropriate.) 
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4. What are the museum's procedures for budgetary development and 
control? 


Consider 

* a description of the museum's financial operations including procedures 
for financial accounting and financial oversight 

* how the museum's level of fiscal control and responsibility is 
appropriate to its level of operations 

* how budgets are developed and how budgetary control is maintained 

¢ how the qualifications of the personnel responsible for financial 
management activities are appropriate 


4.14 Completing the Application Narrative 1995/1996 IMS General Operating Support 


= Oe 1. What is the community's non-cash support of museum operations? 

Relate your 

responses to the Note: Applicants in fiscal year 1995 are not required to attribute a mon- 

museum's state- etary value to non-cash support. However, if non-cash support is valued 
ment of purpose. on Financial Statement Form A, Form C (page 9) must be submitted, and 


Form C items should be described in this answer. For fiscal year 1996, all 
applicants must submit Form C and describe items in this answer. 


Consider 

* the community's involvement in and support of the museum and its 
activities 

¢ the role of volunteers and support organizations in enhancing museum 
services 

* activities undertaken by the community to ensure the success of the 
museum's ongoing operations and special events 

* a description of the community's non-cash contributions 


2. How does the museum acquire non-Federal financial support? 


Consider 

* the museum's potential and success in acquiring and maintaining broad- 
based and stable sources of non-Federal financial support 

* the museum's potential and success in acquiring support from earned 
income activities 

* the museum's potential and success in acquiring state, local, corporate, 
foundation, individual and parent organization contributions 

* the use of marketing programs, fundraising techniques, membership 
drives and other activities to increase non-Federal financial support 
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X. Long-Range 
Plan 


Relate your 
responses to the 
museum’s state- 
ment of purpose. 


1. What is the museum's long-range plan? 


Consider 

* the institution's long-term goals and objectives 

¢ when the current plan was adopted and the museum's progress in 
implementing the plan 

¢ how the timetable for implementing the plan is reasonable 


2. How does the museum develop, implement and update the long-range 
plan? 


Consider 

¢ methods used to develop the plan such as institutional self-study or 
assessment 

* the roles of trustees, staff, consultants, members of the community or 
others in developing the plan 

* procedures used to monitor the institution's progress in carrying out the 
plan 

* how the plan is evaluated and updated to ensure that objectives are met 
and that goals remain appropriate for the museum 


3. How will GOS funds, if awarded this year, be used to further the 
museum's purpose? 


Include 
* the planned use of funds 


Note to museums that have received prior General Operating Support, 
Conservation Project Support, Special Project Support*, Museum Assess- 
ment Program, Conservation Assessment Program or Technical Assis- 
tance Grants: 


Consider 

* the museum's past management of IMS funds in supporting the 
museum's statement of purpose and meeting long-term goals (you 
may limit the response to IMS awards received in recent years) 


*Special Project Support grants are no longer available from IMS 
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Review your application package carefully before sending it to IMS. You 
must include all of the required items listed below and the proper number 
of copies. (Each item is described in detail in Part 2.) IMS will not do 
your photocopying or collating! Your application is subject to rejection 
without review if any required item is missing. If you have any questions, 
coniact IMS at (202) 606-8539. 


Assemble your application materials as follows: 


Face Sheet (item A). 
Face Sheet 
(2 copies) 


.- 


A 


copies of all of the following materials (except item G—see 
below*). Collate them as follows (place item A on the top of each pile). Note: 
IMS staff need to see the front page (Face Sheet) of each copy of your application 


during processing. Please do not use opaque folders that cover the Face Sheet. 
Large binder clips, staples or clear plastic folders are good choices. 


: , Form C— 
Face Sheev Financial Valuing Statement of 
Financial State ment Non-Cash Purpose Narrative 
Information Forms A & B Contributions 
Checkhist (required in 
FY 96) 
"Weenie T 
AB c D 7 F 
*Item G: These materials are for ——— we " 
IMS staff use only (they are not Grant Proof of pepenees nee 
sent to reviewers). c} Processing Nonprofit ‘ertification of] | must be 
Include only one copy each of G 1, — utes Authorizing || original— 
2 and 3 with the IMS (top) copy of Officialt || nor 
your application. —EE heemmntemnenll Photacopne 
1 2 ; 
= ay 
Form D 
Audited Request for Request for Request for 
Financial Warver of Deferral of Extension to Publication 
Statements Separate Audit Audit Submit Audit (aptional) 
(af applicabte ) Requireme nt ( Requirement (if apphcabie) 
apphcabie) (1 applicable) 
——EE 
H I J a L 


Place the face sheets from Step 1. on top of the five col.a. 4 copies from 
tep 2. (Place your IMS copy, including items G 1, 2 and 3, on to, of the other 
four collated applications.) Your materials are now ready to send » IMS. 


Yy 
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Hand Delivery 


Mail Delivery 


Mail or hand deliver GOS applications to: 


Institute of Museum Services 
Old Post Office Building 


1100 Pennsylvania Avenue, NW 
Room 609 


Washington, DC 20506 


Telephone: (202) 606-8539 
TDD (for hearing impaired peop!): (202) 606-8636 


Within 30 days of receiving your application, we will mail you an 
acknowledgment form with your application log number. If you do not 
receive an acknowledgment, contact us to confirm receipt of your applica- 
tion. 


We will accept hand-delivered applications between 9:00 a.m. and 

4:30 p.m. (eastern time) daily, except Saturdays, Sundays, and Federal 
holidays. Hand-delivered applications will not be accepted after 4:30 p.m. 
on the application deadline date. We will give you a written receipt when 
you deliver your application. 


Applications sent by mail must be postmarked no later than 
January 20, 1995 for FY 95 <> January 19, 1996 for FY 96. 


We may need to see proof of mailing. 


Acceptable proof of mailing consists of a legible U.S. Postal Service dated 
postmark, a legible receipt stamped by the U.S. Postal Service, or a legible 
dated shipping label, invoice, or receipt from a commercial carrier. We 
will not accept private metered postmarks or private mail receipts without 
a legible date stamped by the U.S. Postal Service. 


We recommend certified or registered mail, “return receipt requested,” 
when using the U.S. Postal Service. 


Note: The U.S. Postal Service does not always postmark a package when 
they receive it. You should specifically request and verify that your enve- 
lope has been properly date stamped. 
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The deadline for GOS applications is 


FY 95 
Friday, January 20 , 1995 


FY 96 
Friday, January 19, 1996 


We make no extensions of these deadlines. Late applications are returned 
without being reviewed. 


Public reporting burden for this collection of information is estimated to 
average eighteen hours per response, including the time for reviewing 
instructions, searching existing data sources, gathering and maintaining 
the data needed, and completing and reviewing the collection of informa- 
tion. Send comments regarding this burden estimate or any other aspect of 
this collection of information, including suggestions for reducing this 
burden, to the Institute of Museum Services, 1100 Pennsylvania Avenue, 
NW, Room 510, Washington, DC 29506; and to the Office of Manage- 
ment and Budget, Paperwork Reduction Project (3137-0001), Washington, 
DC 20503. 
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OMB NO. 3137-0029, Expires 8/97 


1995/1996 IMS General Operating Support Application Form | 
Face Sheet 


1. Applicant Museum 


2. Museum's Mailing Address 


3. City 4. State 5. Zipcode 


6. Museum Director 


7. Business Telephone of Museum Director 
l 


8. Name of sponsoring institution/parent organization, if applicable (e.g., municipality, state, or university) 


9. Governing control ofmuseum = 
Select one of the following: 1. Federal 
2. State 


10. Museum's discipline __ 


Select one of the following: 
01. Aquarium 05. General* 09. Nature Center 
02. Arboretum/ 06. Historic House/Site 10. Planetarium 
Botanical Garden 07. History 11. Science/Technology 
03. Art 08. Natural History/ 12. Zoo 
04. Children's/Y outh Anthropology 13. Specializedt 
(specify discipline) 
11. Is the museum college or university controlled? Yes) No O 


12. Museum's estimated attendance for the calendar year prior to application. en 
13. Total number of hours the museum was open to the public for the calendar year prior to application. gue 
14. Year the museum was first open and exhibiting to the general public. a 
15. Number of full-time paid museum staff. 16. Number of part-time paid museum staff. ne 
17. Number of full-time unpaid museum staff. 18. Number of part-time unpaid museum staff. 8 _ 
00 
00 


19. Museum's non-Federal operating income for the most recently completed 
fiscal year [copy figure from bottom of Form A (page 3)]} $ 
20. Museum's non-Federal operating income for the second most recently completed 
fiscal year [copy figure from bottom of Form B (page 5 or page 7)] $ 
21. Grant amount requested * 00 


* A museum with collections representing two or more disciplines (e.g., art and history) or a parent organization applying for two or 
more museums of different disciplines 
+ A museum with collections limited to one narrowly-defined discipline (e.g., textiles, stamps, maritime, ethnic group) 


Application Form 1995/1996 IMS General Operating Support 


Financial Information Checklist 


Check the appropriate boxes below to let the reviewers know which financial statements or forms (if 
any) you have included with your application. If you are submitting audited financial statements, 
check box A. or B. to indicate whether or not that information is required by IMS. 


Required Optional 
Audited Financial Statements A.) CJ or B.) [J 


Form C (Valuing Non-Cash Contributions)— Required in FY 1996 applications 
Form D (Request for Waiver of Separate Audit Requirement) 
Request for Deferral of Audit Requirement 


Request for Extension to Submit Audit 


YOuUuUO YO O Q 


(None of the above) 


Form A Front 


Read instructions in Part 3 before proceeding. 


Total 
Restricted Non-restricted 


Name of Applicant 
Most recently completed fiscal year month/day to month/day, 199__ 
Revenue Operating Endowment 
Restricted Non-restricted Restricted Non-restricted 
Earned income 
Admissi 
Membership 


Enroliment fees/Education Progams 


Parent Organization support 
Other non-Federal support 


Total contributed income 

Total Earned and Contributed Income 
Total Value of Non-Cash contributions 
Subtotal 

Total Federal grants 

Total Non-Federal Operating Income 


taoddng Suinsad(C jos9uay SWI] 9661/S661 


mso 4 uounoyddy 


Form A Back 


Name of Applicant 
Most recently completed fiscal year month/day 


to month/day, 


Operating 
Restricted Non-restricted 


b 


wiso4 uonnoyddy 


laoddng SuiwsadQ j049UAt SW] 9661/5661 


Read instructions in Part 3 before proceeding. 

Form B Front Name of Applicant 

Second most receiiiy completed fiscal year month/day to month/day, 199 

Revenue Operating Endowment Capital Total 
Restricted Non-restricted Restricted Non-restricted Restricted Non-restricted 

Earned Income 

Admissions 

Membership 


Enroliment fees/Education Progams 


Total contributed income 

Total Earned and Contributed Income 
Total Value of Non-Cash contributions 
Subtotal 

Total Federal grants 

Total Non-Federal Operating Income 


taoddng Surwsadg¢ josauaD SW] 9661/5661 


wi404 uoynonddy 


Form B Back 


Name of Applicant 


Second most recently completed fiscal year month/day 


to month/day, 199__ 


Operating Endowment Capital 


Total 


y 


ui40.4 uonDInddy 


tuoddng Suimsadg josauad SWI 9661/5661 
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Revenues Operating + Non-operating = Total 


8. Total Revenues (total lines 1 through 7) 


Support 


9. Federal grants (including IMS support) 
10. individual contributions 

11. Foundation contributions, grants 

12. Corporate contributions, grants 

13. State and local support 

14. Parent organization support 

15. Other non-Federal support (specify) 


16. Subtotal (lines 9 through 15) 

17. Total revenue and support (lines 8 and 16) 

18. Total value of non-cash contributions 

19. Subtotal (line 17, column A and line 18) 

20. Total Federal grants including IMS support 
(line 9, column A) 

21. Total non-Federal operating income 
(line 19 less line 20) Enter this amount on 
page 1, item 20. 


po ate (Or 8 geparats seat) Sy Saabisama ree mae 
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A B Cc 
Operating + Non-operating = Total 


SEBRBIRRVBR 
: 
a 
g 
2 


33. Subtotal expenses (lines 22 through 32) 

34. Excess (deficiency) of support and revenue 
(line 17 less line 33) 

35. Transfers 

36. Fund Balance, beginning of year 

37. Fund Balance, end of year (lines 34, 35, and 36) 


1995/1996 IMS General Operating Support Application Form y 


Financial Statement Form C 
Valuing Non-Cash Contributions 


Name of applicant 
Items included on this form should be supported in narrative section IX. Support of the application. Read instructions on 
pages 3.7-3.9 and 4.14 before proceeding. 


Contributed Services 


Kind of Service (list ific title; in parentheses, Means of Valui Value 
provide number St individuals contributing thet service) — 


Curatorial/Collections (research, care of objects, registration, exhibits) 


(__) hours x $ /hour $ 

= hours x $- /hour 

(_) ——— hoursx$ /hour 
Educational/Interpretive(information services, docents, teachers, etc.) 

(_) hours x $ /hour $_ 

= hours x $ /hour 

= hours x $ /hour 
Administrative/Clerical/Maintenance (membership, office, routine maintenance, etc.) 

ss _____— hours x $ /hour 

nail ___— hours x $ /hour 

= hours x $ /hour 


Professional (legal, accounting, fundraising, management, data processing, etc.) 
(Do not include the value of normal board service) 


(_) hours x $ /hour 
= ___. hours x $ /hour 
- hours x $ /hour 
Total Contributed Services $ 
Contributed Materials 
Major Items or Type of Materials (identify clearly) Means of Valuing Value 
(Do not include the value of objects donated to the collection) . 
$ 
$ 
$ 
$ 
$ 
Total Contributed Materials $ 
| Cont. ibuted Rental Allowances | 
Type of Facility or Equipment (list by type) Means of Vaiuing Value 


Total Contributed Rental Allowances ~ 


Total value non-cash contributions (services, materials, and rental allowances) $ * 
* Enter this amount under “Total Value of Non-Cash Contributions" on Financial Statemeat Form A. 


G/ 
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(No information is required for this page) 


GA 


1995/1996 IMS General Operating Support Application Form I] 


Statement of Purpose/Mission Statement 


Read instrucnons on pages 2.6 and 4.1 before proceeding. 


What is the museum's statement of purpose/mission statement? 


G3 


GY 
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History 


Provide a brief historical perspective of the museum as it relates to its current operations. 


1995/1996 IMS General Operating Support Application Form 13 


Application Narrative 
Read instructions in Part 4 and on pages 2.3-2.4 (regarding type size, font, formal and pagination), before proceeding. 


I. Audience 
1. Who is the museum's audience? 2. What is the museum's schedule for public visitation and other 
activities? 3. What are the levels of public participation in the services the museum provides? 


CS 


- 
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I. Audience (continued) 
_ 1993 Jan-Mar Apr. -June July-Sept Oct.-Dec 
applicants 
eta Jan.-Mar Apr. -June July Sept Oct.-Dec Total (for FY 95 applicants) 
1996 
qynems 1995 Jan. -Mar Apr.-June July-Sept. Oct.-Dec. Total (for FY 96 applicants) 
(ole 


1995/1996 IMS General Operating Support Application Form 


IS 


Il. Collections (If your museum holds collections, answer this section.) 
1. What are the museum's collections? 2. What is the signficance of the collections to the museum's 
communities and constituents? 


(7 


G§ 
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1995/1996 IMS General Operating Support Application Form 17 


III. Exhibitions 
1. What is the museum's exhibition philosophy? 2. What are the museum's exhibitions? 3. How are 
exhibitions developed and evaluated? 4. What are the museum's interpretation techniques? 


a4 


18 Application Form 
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Ill. Exhibitions (continued) 


70 
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IV. Management and Care 

A. Collections (If your museum holds collections, answer section A. only.) 

1. What are the museums's policies and practices for the responsible management of collections? 

2. How are the collections used? 3. What are the museum's practices for the care and conservation of 
collections? 4. What is the extent, purpose and use of research by staff, visitors and scholars? 

B. Exhibits (If your museum does not hold collections, answer section B. only.) 

1. What are the museum's practices for the responsible management of exhibits ? 2. What is the 
signficance of the exhibits to the museum’s community and constituents? 3. What are the museum's 
practices for the care of exhibits (and any objects used in those exhibits)? 4. What is the extent, purpose 
and use of research by staff, visitors and scholars? 


Note whether you are answering A.Q) oor B.O 


wi) 
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1995/1996 
IMS Ge 
neral Operating Support 
Application 
Form 
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IV. Management 
and Care (continued) 


73 
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V. Education 
/. What is the museum's education philosophy? 2. What are the museum's educational programs? 
3. How are educational programs developed and evaluated? 


1995/1996 IMS General Operating Support Application Form 23 


V. Education (continued) 


24 Application Form 1995/1996 IMS General Operating Support 


VI. Physical Facilities/Safety and Security 


1. How does the museum use its physical resources in providing museum services to the general public 
and specialized audiences? 2. What practices and schedules does the museum follow to ensure the 
proper care and maintenance of its physical plant? 3. How does the museum ensure the safety of its 
staff, visitors, facilities and collections? 4. How secure is the museum? 


1995/1996 IMS General Operating Support Application Form 25 


VI. Physical Facilities/Safety and Security (continued) 


26 Application Form 1995/1996 IMS General Operating Support 


VIL. Staff 

|. What are the qualifications, responsibilities and professional activities of the museum's permanent, 
professional staff? 2. What opportunities does the museum provide for staff development and to what 
extent has the museum's staff participated? 3. What personnel policies and practices does the museum 
follow? 4. How does the museum select, recruit, train and use supplementary staff? 


1995/1996 IMS General Operating Support Application Form 27 


VII. Staff (continued) 


28 Application Form 1995/1996 IMS General Operating Support 


VIIL Governance and Management/Financial Management 
1. What is the museum's governing authority? 2. What is the museum's management structure? 3. What 


is the museum's financial condition? 4. What are the museum's procedures for budgetary development 
and control? (Note: Attach your one page organizational chart as page 34) 


1995/1996 IMS General Operating Support Application Form 29 
VIII. Governance and Management/Financial Management (continued) 


Hee hi i” | yO 1.444 5A +444 ey 
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IX. Support 


!. What is the community's non-cash support of museum operations? 2. How does the museum acquire 
non-F ederal financial support? 


1995/1996 IMS General Operating Support Application Form 3] 
IX. Support (continued) 
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X. Long-Range Plan 
1. What is the museum's long-range plan? 2. How does the museum develop, implement and update the 


long-range plan? 


1995/1996 IMS General Overating Support Application Form 33 
X. Long-Range Plan (continued) 


| Phew wild COC AN Med. Uf cbnediodedd Hay Veet, Be ied URL eae a ie ee ee ea it iow caly tbe 
typist a te oe gee etiven | 
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(Attach your organizational chart on or instead of this page— 
Note: you may use one page only) 


ty 
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35 


(Insert your Proof of Nonprofit Status on or instead of this page) 


y7/ 


¥§ 
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(No information is required for this page) 
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Application Form 
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Materials seen by IMS omly 
Grant Processing 


Information Sheet 
A. Eligibility Requirements 


All IMS General Operating Support applicants must answer the following questions. 


1. Is the museum organized as a public or private nonprofit institution that exists 


on a permanent basis for essentially educational or aesthetic purposes? 


2. Does the museum care for, and own or use tangible objects, whether 
animate or inanimate? 


3. Are these objects exhibited to the public on a regular basis through 
facilities the museum owns or operates? 


4. Is the museum open and exhibiting to the public at least 120 days 
a year? 


5. Has the museum been open and providing museum services to the general 
public for two full years prior to the grant application deadline? 


6. Does the museum have at least one full-time paid or unpaid staff member 
or the equivalent, whose primary duty is the care, acquisition or exhibition 
to the public of objects owned or used by the museum? 


B. Prior IMS Grants 


Has your museum ever received an IMS 
General Operating Support grant? 
Conservation Project Support grant? 
Special Project Support* grant? 
Museum Assessment Program (I, II or III) grant? 
Conservation Assessment Program grant? 


C. Costs Requiring IMS Approval 


Yes LJ 
Yes LJ 


Yes L) 
Yes LJ 
Yes LJ 


Yes LJ 


Yes LJ 
Yes L) 
Yes LJ 
Yes LJ 
Yes LJ 


No (J 
No (J 


No(J 
Nol] 
No(} 


No) 


No) 
No (J 
No() 
No (J 
No() 


If you wish to use GOS funds for public information services, publications or major equipment 
purchases (see page 1.5 for more details), those items and their costs must be listed below. We will 
review the list and contact you if necessary. If you do not hear from us, you may assume that your 


list has been approved. 
Item Estimated cost 
$ 
$ 
$ 
$ 


*Special Project Support grants are no longer available from IMS. 
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(No information is required for this page) 
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Materials seen by IMS only 
Assurances 


All grant recipients must comply with the statutes outlined below. 
All applicants must provide a signed certification (page 40) before a grant can be made. 


The Applicant HEREBY AGREES that it will comply with Title VI of the Civil Rights Act of 1964 
(42 U.S.C. 2000d et seq.); Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794); the Age 
Discrimination Act of 1975 (42 U.S.C. Section 6101 et seq.); and where applicable, Section 106 of 
the National Historic Preservation Act of 1966 as amended (16 U.S.C. 470); Executive Order 
11593; and the Archeological and Historic Preservation Act of 1966 (16 U.S.C. 469a-1 et seq.); Title 
IX of the Education Amendments of 1972 (20 U.S.C. 1681-1683); and all regulations of the Institute 
of Museum Services issued pursuant to these statutes. FURTHERMORE, the applicant HEREBY 
CERTIFIES that it meets all requirements regarding Federal debt status and Federal debarment and 
suspension and that it will provide a drug-free workplace in compliance with the Drug-Free Work- 
place Act of 1988. 


This assurance shall obligate the Applicant for the period during which the Federal financial 
assistance is extended. 


This assurance is given in connection with any and all financial assistance from the Institute of 
Museum Services after the date this form is signed. This includes payments after such date for 
financial assistance approved before such date. The Applicant recognizes and agrees that any such 
assistance will be extended in reliance on the representations and agreements made in this assurance, 
and that the United States shall have the right to seek judicial enforcement of this assurance. This 
assurance is binding on the Applicant, its successors, transferees, and assignees, and on the Author- 
izing Official whose signature appears below. 


Assurances Explanation 


Title VI of the Civil Rights Act of 1964 provides that no persons in the United States shall, on the 
grounds of race, color, or national origin, be excluded from participation in, be denied the benefits 
of, or otherwise be subjected to discrimination under any program or activity receiving Federal 
financial assistance. Section 504 of the Rehabilitation Act of 1973 provides for nondiscrimination 
on the basis of handicap in Federally-assisted programs. Section 6101 of the Age Discrimination 
Act of 1975 provides for nondiscrimination in Federally-assisted programs on the basis of age. 
Subject to certain exceptions, Title IX of the Education Amendments of 1972 prohibits the exclusion 
of persons on the basis of sex from any education program or activity receiving Federal financial 
assistance. 


Federal Debt Status 
The applicant certifies to the best of his or her knowledge and belief that he or she is not delinquent 
in the repayment of any Federal debt. 


4 / 
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Materials seen by IMS only 


Debarment and Suspension 

The applicant certifies to the best of his or her knowlege and belief that he or she: (a) is not pres- 
ently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded 
from covered transactions by any Federal department or agency; (b) has not within a three-year 
period preceding this proposal been convicted of or had a civil judgment rendered against him or 
her for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, 
or performing a public (Federal, state, or local) transaction or contract under a public transaction; 
violation of Federal or state antitrust statutes; or commission of embezzlement, theft, forgery, brib- 
ery, falsification or destruction of records, making false statements, or receiving stolen property; (c) 
is not presently indicted for or otherwise criminally or civilly charged by a governmental entity 
(Federal, state, or local) with commission of any of the offenses enumerated in paragraph (b) of this 
certification; and (d) has not within a three-year period preceding this application had one or more 
public transactions (Federal, state, or local) terminated for cause or default. 


Drug-Free Workplace Act of 1988 

(a) The grantee certifies that, as a condition of the grant, he or she will not engage in the unlawful 
manufacture, distribution, dispensing, possession, or use of a controlled substance in conducting any 
activity with the grant. 

(b) If convicted of a criminal drug offense resulting from a violation occurring during the conduct of 
any grant activity, he or she will report the conviction, in writing, within ten calendar days of the 
conviction, to the grant officer or other designee, unless the Federal agency designates a central 
point for the receipt of such notices. When notice is made to such a central point, it shall include the 
identification number(s) of each affected grant. 


For further information on the certifications, contact IMS at 1100 Pennsylvania Avenue, NW, 
Washington, DC 20506. 
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Request for Waiver of Separate Audit Requirement 
Form D 


To submit this form, your museum must be: 1) a prior recipient of an IMS GOS, CP and/or SP 
grant; and 2) part of a larger organization such as a university, municipality, or other 
multipurpose organization. Eligibility guidelines for a waiver request are on page 2.6. 


To: Director, Institute of Museum Services 


On behalf of I hereby request a waiver of the 
(Name of Museum) 


requirement of a separate audit for the 1995/1996 General Operating Support application. 


The Museum has received an IMS General Operating Support, Conservation Project Support, 


and/or Special Project Support grant. 


The Museum is part of | and does not receive 
(Name of Organization of which Museum is a part) 


audited financial statements separate from those of the parent organization. 


I hereby certify that information provided in the Financial Statement 
(Form A and/or Form B) 


Form(s) submitted with the 1995/1996 General Operating Support application has been drawn 


from and contains only audited figures (exclusive of non-cash contributions) of the organization 


of which the Museum is a part, and accurately reflects the financial operations of the Museum. 


Date Signature of Official with Financial Oversight of the Museum 


Name of Official 


Title of Official 
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Index 


(Entnes refer to Parts 1-S only. The application form, Part 6, is not indexed.) 
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Accounting requirements = 1.6 
Acknowledgment form 5.2 
Allowable costs 1.5 
requiring pnor approval 1.5 
Application 
acknowledgmentform 5.2 
assembling 5.1 
attachment, optional = 2.5 
checklist of matenals 5.1 
copies, how many tosubmit 1.2, 5.1 
deadline for submission 5.2, 5.3 
face sheet 1.7, 2.2, 5.1 
font 2.3 
format 2.4 
how toassemble 5.1 
items missing trom 2.1, 5.1 
narrative 5.1 


narrative questions 4.1. See also Narrative questions, 


guidelines for answenng 
review 1.1, 1.7, 4.1 
panel 1.7 
scoring by reviewers 1.7 
standardizing scores 1.7 
type size 2.3 
Assurances 2.1, 5.] 
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to application 2.5 
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deviations from Form A or Form Bs 3.1 
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Authonzing official 
certification of 2.1, 5.1 
definition of = 2.1 


Budget, museum 1.7 
Burden estumate 
and request for public comments 5.3 


C 


Certification of authorizing official 2.1, 5.1 
Collecting museum 4.3, 4.5 
definition of 4.3 


Copies, application 
how many to submit 1.2, 5.1 
D 
Deadline 
to submit application form 5.2, 5.3 
Deferral 


request, to submit audited financial statements 2.5 
Disciplines, museum _ 1.7 


E 


Eligibility 

to apply forGOS 1.2. See also Incligibility 
Extension 

request, to submit audited financial statements 2.5 
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Face sheet 1.7, 2.2, 5.1 
Final report 1.6 
Financial information checklist) 2.2, 5.1 
Financial statements. See also Audited financial 
statements 
Form A and Form B- 2.1, 2.2, 3.1, 5.1 
components of 3.1 
deviations from audited financial statements 3.1 
fiscal years reported on 3.1 
instructions for completing 3.1 
Form B 3.7 
Form C 2.2, 2.6, 3.3, 3.4, 3.7, 4.14, 5.1 
fiscal year reported on = 3.7 
instructions for completing 3.7 
Form D 2.6, 5.1 
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allowable on the application form = 2.3 
Format 
of the application 2.4 
Forms A, B, C, and D. See Financial statements 
Fnends group. See Multipurpose organizations 
Funds 
allowable uses 1.5 
requinng pnor approval from IMS _—1.5 
amount cligible for 1.4 
payment to grantee 1.6 
unallowable uses_ 1.5 
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General Operating Support 
definition of 1.1 
Grant penod 1.1, 1.6 
Grant processing information sheet 1.5, 2.3, 5.1 


IMS 
address and phone number _ 1.1, 5.2 
office hours 1.1 
regulations 1.5 
Ineligibility 
to apply forGOS_ 1.4 


Mailing the application toIMS_ 5.1, 5.2 
Maintenance of effort 1.6 
Mission Statement. See Statement of purpose 
Multipurpose organizations 1.2, 2.4, 2.6 
Museums 

eligible to apply 1.2 

funded, by percentages 1.1 

ineligible to apply 1.4 


N 


Narrative questions 4.1, 5.1 
Narrative questions, guidelines for answer- 
ing 2.3, 4.1 
1. Audience 4.2 
II. Collections 4.3 
Ill. Exhibitions 4.4 
IV. Management and Care 
A. Collections 4.5 
B. Exhibits 4.6 
V. Education 4.8 
VI. Physical Facilities/Safety and Security 4.9 
Vil. Staff 4.11 
VIII. Governance and Managemenv Financial 
Management 4.12 
IX. Support 4.14 
X. Long-Range Plan 4.15 
Non-cash contributions. See Financial statements: 
Form C 
Non-collecting museums 4.1, 4.3, 4.6 
Nonprofit Status 
proof of 2.4, 5.1 
Notification of award 1.6 
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Organizational chart 4.12 
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P 


Panel review of applications 1.7 

Parent organizations. See Multipurpose organizations 
Payment of GOS funds 1.6 

Photocopying the application 5.1 

Proof of mailing 5.2 

Proof of Nonprofit Status 2.4, 5.1 


Reporting requirements 1.6 
Representative publication 

as attachment to application form 2.5, 5.1 
Review of applications 1.1, 1.7, 4.1 


S 


Standardization of scores 1.7 
Statement of purpose 2.6, 4.1, 5.1 
Support organizations. See Multipurpose organizations 


T 


TDD 1.1, 5.2 

Time penod 
covered by GOS grant 1.1, 1.6 
descnbed in application narrative 3.1, 4.2 


Type size 
allowable on the application form = 2.3 
U 
Unallowable costs 1.5 
Vv 


Valuing non-cash contnbutions (Form C). See Financial 
statements: Form C 


Ww 


Waiver 
request, to submit audited financial statements 
(Form D) 2.6 


GOS Application Tips! 


To improve your chances of receiving an award... 


¢ Don't forget to look over any GOS review sheets 
you may have received from IMS in prior years. 
Try to address weaknesses pointed out by your 
reviewers. 


¢ Begin the application process by filling out the 
financial statement forms in case you need extra 
time to consult your accountant or compile 
requested financial data. 


¢ Use the application checklist on page 5.1 —it 1s 
designed to help you submit a complete applica- 
tion. Run through the checklist on each copy of 
the application to ensure that you send all 
materials requested. Remember that each of the 
copies you submit is sent to a different reviewer. 


¢ Finish your application a few days ahead of the 
postmark deadline. This will give you time to do 
a final proofreading and make any necessary 
changes before you ship it to IMS. 


¢ If the preparation of your application ts a group 


effort, be certain that each person has a com- 
plete set of instructions and that one individual 
is designated to assemble all of the information 
and check for completeness and consistency. It 
is best to have the director review it before 
sending the final submission to IMS. 


¢ When you finish writing the narrative and 


completing the financial statement forms, ask a 
few people who are very familiar with the 
museum but have not worked on the application 
to read and critique it. 


Include specific details in your narrative. Use 
examples to show how your museum stands out 
from the crowd. 


Proofread your application carefully. 
Reviewers may be reluctant to assign high 
scores to a grant proposal that has been 
carelessly typed or that contains spelling 
mistakes or grammatical errors. Be sure that 
your written presentation reflects the high 
quality of your institution. 


And remember... 

¢ You should never budget or count on receiving a 
GOS grant, no matter how many times you may 
have received one in the past. 


¢ Lach year is a separate competition. IMS will 
not retrieve information from a prior application 
that you may have forgotten to include; it is up 
to you to make sure that your submission ts 
complete. 


GOS applications are grouped by budget and 
discipline for review by practicing museum 
professionals. Address your application to your 
peers, but do not assume any prior knowledge 
of your institution on their part. Even if they 
have such knowledge, they are instructed nor to 
use it. 


Be sure that figures on Financial Forms A, B. 
and C correspond to figures in your audited 
financial statements and in your narrative 
responses. 


How you can get help from IMS... 

* Request a sample GOS application narrative 
from the IMS program office. Sections 
from applications funded last year, representing 
various disciplines and budget categories, are 
available. 


Contact the IMS program office immediately if 
you have any questions about the application 
forms or procedures. Most problems can be 
resol ved over the telephone. 
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Institute of Museum Services 
Washington, DC 20506 


Official Business 
Penalty for Private Use, $300 


Dated Material— Open Immediately 


77 


Bulk Rate 

Postage and Fees Paid 
Insutute of Museum Services 
Permit No. G-274 


09/30/98 


* Eaecn year is 4 separate COMPCUUON. Levis Will 
not retrieve information from a prior application 
that you may have forgotten to include; it is up 
to you to make sure that your submission ts 
complete. 


have such knowledge, they are instructed not to 
use It. 


Be sure that figures on Financial Forms A, B. 
and C correspond to figures in your audited 
financial statements and in your narrative 
responses. 


How you can get help from IMS... 

* Request a sample GOS application narrative 
from the IMS program office. Sections 
from applications funded last year, representing 
various disciplines and budget categories, are 
available. 


Contact the IMS program office immediately if 
you have any questions about the application 
forms or procedures. Most problems can be 
resolved over the telephone. 
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